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Pennard Primary School 
Ysgol Gynradd Pennard 

The United Nations Convention of the Rights of the Child (UNCRC) is at the heart 

of our school’s Planning, Policies,  Practice and Ethos. As a Rights Respecting 

School we not only teach about children’s rights but also model rights and respect 

in all relationships  

 

Our aspiration is that our values of the school guide the behaviour, actions and 

relationships of all members of the school community.  

 

                                    
 

Article 28: The right to learn and to go to school.  
Article 29: The right to become the best you can be.  
 

     At Pennard Primary we recognise that: 
 

• Everyone has rights   

• Everyone has responsibilities    
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Aims, Values and Principles Statement 

Our Mission Statement - 
 

A supportive community with a focus on  
life long learning 

 
      Our Values:  

 
 
 
 

                                                  
      Relationships 

Courtesy 
   Friendliness 

   Mutual respect 
   Tolerance 

  Trust 
  Happiness  

   Responsibility 
 

 
    Attitudes                        Learning 

                                 Positive                           Challenges 
                               Confidence                 Self-reflection 
                                 Fairness                           Enjoyable 
                            Mutual Support               Experiential 
                              Partnership                      Stimulating 
                                Self Esteem               Independent Learning 
      Lifelong Learning 
                   

   
      Our Aims 

1. To provide a safe, stimulating and challenging learning environment. 

2. To inspire good moral conduct and a sense of responsibility. 

3. To nurture everyone’s health and well-being. 

4. To create independent and autonomous learners. 

5. To make school a happy place to learn and play. 
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Introduction  
As a school, we are committed to providing the best possible start to the education 
of the children in our care. Part of this entails informing all parents and carers of 
legal requirements regarding the attendance of their child, and encouraging them 
to take advantage of support which is available. Poor attendance at school is 
closely linked with poor attainment and we aim to work with, parents, children and 
the Local Authority to re-engage pupils, investigate reasons for non-attendance 
and provide support for pupils and parents. 
 

Legal Obligations 
 
The legal framework governing attendance at schools is set by successive 
Education Acts. 
 
The Welsh Government (WG) Education (Penalty Notice)(Wales) Regulations 2013 
states that Local Authorities (LA’s) are required by law to adhere to the Education 
Act 1996 section 444 to include penalty notices as one of the interventions to 
promote better school attendance.  
 
Sections 444A and 444B of the Education Act 1996 provide that certain cases of 
unauthorised absences can be dealt with by way of a penalty notice. A penalty 
notice is a fine of up to £120 and may be issued to a parent / carer as a result of a 
child’s regular non-attendance at school / educational provision.  
 
The school adheres to the code of conduct for penalty notices as issued by ERW 
(Education through Regional Working) and agreed by your Local Authority, and 
therefore may request the local authority to issue a penalty notice in certain cases.  
Section 444 of the Education Act 1996 states that where children of compulsory 
school age (5-16) are registered at a school, they should attend regularly.  Unless 
a child is engaged in an approved educational activity away from school site or 
absent with the school’s authority, they should be at school. 
 
Pennard Primary School works in partnership with the LA to ensure that pupils 
attend regularly.  The LA is informed if a registered pupil fails to attend school 
regularly or has been absent continuously for 10 or more school days.  The LA 
exercises its responsibility through the Education Welfare Service and its 
Education Welfare Officer (E.W.O.) The E.W.O. checks the registers at regular 
intervals throughout the year. 
 
The law states that the school has a duty to keep an admission register of all 
pupils, which serves as the school roll, and an attendance register. (Section 434 of 
Education Act 1996).  Attendance registers must be called twice daily, at the start 
of the morning and start of the afternoon session.  The register must show whether 
each child is present, engaged in an approved educational activity off site, or 
absent.  In addition, where a pupil of compulsory school age is absent, the register 
must show whether the absence was authorised by the school or unauthorised.  
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Authorised absence means that either the school has given approval in advance, 
or that a satisfactory explanation has been given afterwards. 
 
Pennard Primary School uses computerised attendance registers.   
 
The School is registered with Data Protection Registra as a data user under the 
Data Protection Act 1984.The Governing Body is required to produce an annual 
report for parents including reference to the school’s attendance figures. This 
information is the same as that which is required to be published in School 
Prospectuses. (N.A.W. Circular 14/01) 
 
Parental request for term-time absence for holidays 
 
Agreed by Education legal department June 2014.  
 
The Local Authority is fully supportive of the national drive to raise school 
attendance, recognising the crucial link between attendance and attainment. It is 
already clear from attendance data to date that the strategy of actively 
discouraging the taking of holidays in term time has resulted in a significant 
improvement in attendance across schools in the City and County of Swansea. 
 
The Local Authority therefore intends to pursue this strategy as part of its drive to 
raise school attendance. Whilst individual requests will be considered, no absences 
due to holidays during term times will be authorised by the Headteacher, other than 
in exceptional circumstances. This means absences due to pupils being taken on 
holidays during term time will be recorded as unauthorised. Please see letter to 
parents (APPENDIX 2)  

At Pennard Primary School we aim – 
 

•  To ensure that parents are informed of our expectations for regular 
attendance.  (School Prospectus, Home School Agreement, 
Newsletters, Website). 

 
•  To ensure that parents also realise the importance of punctuality. 

 
•  To ensure that parents see themselves as partners with school in the 

education of their children. 
 

•  To impress upon children the importance of regular, punctual 
attendance. 

 
•  To ensure that parents are aware of the procedure for notifying 

school of a child’s absence.  (School Prospectus) 
 

•  To ensure that all registers are correctly marked. 
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•  To ensure that all teachers realise their statutory duties relating to 
registration procedures. 

 
•  To ensure that staff are aware of the work of the E.W.O. (Education 

Welfare Officer). 
 

•  To maintain a close working relationship with our E.W.O. 

How do we achieve the above? 
 
1. Parents are informed of the importance of regular attendance and 

punctuality via The School Prospectus, Home School Agreement, and by 
mention in newsletters ands school website.  

 
2. The above mentioned school booklets explain the procedures we would find 

acceptable as a means of communicating to school a child’s absence and 
the reason for that absence. 

 
3. All parents receive a report on their child’s attendance each term.  
 
4. If a problem seems to be developing with a certain child or family, this may 

initially be dealt with by the class teacher.  The Headteacher may also 
become involved.  At all stages, the matter is dealt with sensitively.  We 
appreciate that often there are genuine reasons for lateness or absenteeism 
developing which, perhaps the parent/s will find difficulty discussing.  School 
may be in a position to help. 

 
5. Children are made aware of the importance of punctuality by their class 

teacher and through school assemblies. 
 
6. Teachers will take great care in marking their registers, adopting the 

procedures outlined in detail by our E.W.O.  The importance of careful, 
consistent registration cannot be over-emphasised. 

 
7. If a child is away from school without explanation, the school will attempt to 

contact the parents on the first day of absence. 
 
8. If there is a failure to make contact after two weeks, the E.W.O. must be 

informed. 
 
9. Letters of explanation for absences should be carefully retained by the 

teacher.  .  Registers must be called twice a day (Section 434 of the 
Education Act 1996) and must show whether each pupil is present, engaged 
in an approved off site activity or absent. 

 
10. Accurate registration, preservation and security of registers are important.  It 

must always be remembered that registers may be used in evidence. If 



  

   
   
   
  December 2014 

 

7 

unsure of the exact procedure of marking, consult the Headteacher or the 
Deputy Headteacher.  

 
11. Any concern relating to a child’s attendance should be relayed to the 

Headteacher who will decide upon the appropriate action. 
 
The Role of The School 
 

• To monitor attendance of all pupils by taking the register every morning 
and afternoon 

• To contact parents promptly (daily) where there is an unexplained 
absence 

• To record absences as authorised or unauthorised in the school register 
• To make clear times for beginning and ending of school sessions 
• Regularly monitor attendance and inform parents if their child’s absence 

por lateness needs attention.  
• To investigate poor attendance and provide support where appropriate 

as early as possible 
• To try to resolve difficulties informally wherever possible 
• Inform parents as soon as possible of INSET days or special dates for 

the term 
• Update relevant information on the website regarding term dates 
• To report continued difficulties to the Education Welfare Service where 

informal support has been unsuccessful 
• Issue all letters provided by ERW  
• Set targets with Governing Body to increase attendance at school, and 

submit this to the Local Authority annually 
 
Staff Roles and Responsibilities 
 

• Class teachers will complete the register promptly - first thing in the 
morning and straight after lunch, recording any absences. The register 
will be closed after 20 minutes, after which a child will be recorded as 
late. 

• Office Staff will collate registers 
• Office Staff will try to contact parents of children absent without previous 

reason given, and keep a record of absences 
• Office Staff will collect parental letters and take phone calls explaining 

reasons for absence, and inform the class teachers concerned 
• Class teachers will inform the Headteacher of any concerns  
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The Parents’/Carers Role 
 

• Ensure child attends school regularly and on time 
• Inform school immediately (first day) of the reason for child’s absence, 

either by phone or letter. 
• Complete the ‘Late Book’ giving full reasons for lateness  
• Ensure the school has up-to-date contact details (telephone numbers, 

mobile numbers, 2nd contact etc), and that the school is promptly 
informed if these change 

• If an absence is planned to be taken during term time, complete an 
absence form and return to the school office. (APPENDIX 1)  

 
If a child of compulsory school-age who is registered at a school fails to 

attend regularly at the school then the parent is guilty of an offence under 
Section 444(1) of the Education Act 1996. Since March 2001 a higher offence 

has been introduced, under which a warrant can be issued compelling a 
parent to attend court. Prosecution under Section 444(1A) can lead to a 

custodial sentence. 
 

The Education Welfare Service. 
 
Circular 45/91 stated that “the principle function of the Education Welfare Service is 
to help parents and LA’s meet their statutory obligations on school attendance”. 
 
The Service is empowered to approach a child’s family to make enquiries where it 
is thought that a child is absent without good reason.  When an E.W.O. is 
dissatisfied with the reasons given for absence, he or she can initiate court 
proceedings.  However, the role of the E.W.O. is mainly to provide a supportive 
role between a pupil’s home and school. 
 
Whenever possible our E.W.O. usually visits on a termly basis. However, should 
there be any concern or question that requires an immediate answer, our E.W.O. 
can be contacted by telephone at Bishopston Comprehensive School. 
 
Evaluation. 
 
The effectiveness of the Policy should be evaluated yearly, or sooner, if deemed 
necessary. The Policy should then be amended and reviewed again in a further 
year. 

 
Staff Signature_______________________________________________ 
 
Governor Signature___________________________________________ 
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Home	School	Contract	
Absences	in	Term	Time	2014-2015	

 
Name	of	Pupil/s:	
School	Year	
	
	
	

	
	

Year/DOB	

	
	

 

	
	

 

	
	

 

	
	

 

	
	

 

Name	of	School:	 	

Head	teacher:	 	

Name	of	parent/carer:	 	

Contact	number/s:	 	

Place	of	Visit:	 	

Date	of	Visit:	 From:	 To:	
Address/contact	details	
for	visit	

	

Has	flight	information/	
destination	information	
been	confirmed:		

	

The	date	the	pupil	will	
return	to	school:	

	

Mobile	Phone:	 	

UK	contact	details		
(name,	address	and	
contact	number	of	a	
relative	or	friend	who	we	
can	make	contact	with	if	
you	do	not	return	on	the	
stated	date)	

	

 
Please	note	that	the	decision	has	been	taken	at	Consortium	level	to	strongly	recommend	
that	all	absences	due	to	holidays	and	extended	visits	should	not	be	authorised	by	any	
Head	Teachers	within	the	six	Local	Authorities	in	the	South	West	and	Mid	Wales	
consortium.		
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If,	however,	there	is	extended	absence,	then	the	parent/s	or	guardian/s	will	discuss	with	
the	school	about	taking	work	to	ensure	that	the	child	keeps	up	with	their	education	during	
the	absence.	
	
If	the	pupil/s	do/does	not	return	by	the	agreed	date	they	are	at	risk	of	losing	their	school	
place/s	and	they	will	be	removed	from	the	school	register	in	accordance	with	the	
admission	guidance	Education	(Pupil	Registration)	(Wales)	Regulations	2010	section	4	
which	states	‘the	pupils	has	ceased	to	attend	the	school	and	no	longer	resides	within	a	
reasonable	distance	from	the	school’.	
	
Please	note	that	we	cannot	guarantee	that	a	place	will	be	available	for	your	child	 in	the	
school	of	your	choice	on	your	return	but	you	will	be	offered	a	place	at	the	nearest	school	
with	room	available	in	the	year	group.		
	
Failure	to	return	on	the	agreed	date	will	prompt	welfare	concerns;	a	child	who	goes	
missing	from	education	may	be	considered	to	be	at	risk	of	significant	harm.	Any	such	
concerns	will	immediately	be	referred	to	the	statutory	authorities	for	consideration.	
	
	
	
Signed:_________________________	Parent	or	Guardian	 																					Date:__________	
	
	
Signed:_________________________	Head	teacher	 																					Date:__________	
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Dear Parent/Guardian 

 
Holidays/Absence in term time 

 
This letter is going out to all our parents to provide information about a change in guidance in 
relation to holidays in term time. 
  
In Wales we want all of our pupils to achieve success, so it is important that parents do their best to 
support pupils in attending school for the full 190 days in an academic year, as stated in the 
Education (School Day and School Year) (Wales) (Amendment) Regulations 2006.  
 
Under the Education Act (1996), it is the responsibility of the parent to ensure that their 
son/daughter attend school. 
 
Regular school attendance is vital and missing school can have a significant impact on achievement 
over a one year period as illustrated below: 
 

95-100% 
attendance 

Best chance of success Your child is taking full advantage of every learning opportunity. 

90-95% 
attendance 

At least 2 weeks of 
learning missed 

Satisfactory.  Your child may have to spend time catching up with 
work. 

85-90% 
attendance 

At least 4 weeks of 
learning missed 

Your child may be at risk of underachieving and may need extra 
support from you to catch up with work. 

80-85% 
attendance 

At least 5 ½  weeks of 
learning missed 

Your child’s poor attendance has a significant impact on learning. 

Below 80% 
attendance 

At least 7½ weeks  
of learning missed 

Your child is missing out on a broad and balanced education.You are 
at risk of prosecution. 

 
To support our drive to increase pupil attendance a recommendation has been made by ERW, our 
regional Education Consortium, that no absences due to holidays during term times should be 
authorised by Head-Teachers. If permission has not been granted by Headteachers, absences due to 
pupils being taken on holiday during term time will be recorded as unauthorised.   
 
We hope that you can support this drive by arranging your holidays around the existing 175 days 
the schools are closed through weekends and school holidays and help us support your child in 
achieving success in school. 
 
 
Yours faithfully 
 
 
Head Teacher  
 
 
 


